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A Scheduled Offering (SO) is an ILT that has been scheduled with a start date an@¢imanage or perform
administrator related taskselating to an existing SO, you must first navigate to the Scheduled Offering section located
in the Learning Administration area of the system.

Scheduled OfferingNavigation

1. From the Learning Administration page (also called SuccessFactors Administratioft A E  [learningpE A O

Icon.
ol I :
wl = -
Home Users Learning Content
Search: | Enter Keywords ogmand I Go) |
Welcome

Welcome to SuccessFactors Administration
New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
Watch the Tutorial @

;f

2. Click on theScheduled Offeringsab in the left menu frameYou will be directed to the area of the system
where you carsearch and viewour existingScheduled Offering

PN &

Home Users Learning Content
| Search: [ Enter Keywords or Conmmand ] Go ) |
Scheduled Offerings Search | AddNew | @
ltems Search Saved Searches 0
Scheduled Offerings Enter & value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.
Catalogs Search Save As Reset
Programs Case sensitive search: O Yes ® No
Curricula Search All Locales: O Yes @ No
Evaluation Offering Type: O ttem offering type O Schedule Block offering type @ Both
Scheduled Offering 1D: Starts With
Instructors l ] |
ltem/Schedule Block 1D: [starts with [
[# Tools Description: |starts With [
Title: [starts With [
Start Date After:
(MM/DDMYYYY) |:3‘”D"20”
e I
(MM/DDMYYY)
Status: @® Aciive O Not Active O Both
Add/Remove Criteria ©
Search Save As Reset
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3. Enter the title (or associated keyword) pbur desired SOClickSearch
Note: Clear out the Start Date After field to view the entire list of scheduled offerings associated with your title.

Scheduled Offerings Search | Add New | @)
ltems Search Saved Searches 0
Scheduled Offerings Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
also add or remove search criteria to further refine your search.
Catalogs Search Save As Reset
Programs Case sensitive search:
Curricula Search All Locales: @
) Yes ® No
Evaluation Offering Type: O Item offering type ) Schedule Block offering type ® Both
Scheduled Offering ID: Starts With A4
Instructors l |
Item/Schedule Block ID: [Starts with ] |
= Tools Description: [tarts with v
Title: Starts With W | |eSkillz
Start Date After:
(MMDDIYYYY) me
3 i Start Date Before: :
_:I-IP CIICk the . (MM/DDAYYYY) i
O! AAT2AT| staus ® acie O Notacive O Both

# OEOAOEA
Add/Remove Criteria ©

to refine your .
Searc%l. Save As Reset

4. Locate and click on youwtesired SO. This will direct you to the Scheduled Offering administration page of your

Scheduled Offerings Search | AddNew | @
ltems Search = Search Resulis Saved Searches 0
. Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You can
Scheduled Oﬁermgs also add or remove search criteria to further refine your search.
Catalogs Search Save As Reset
Programs Case sensitive search: ) Yes @ No
Curricula Search All Locales: ) Yes ® No
Evaluation Offering Type: () Item offering type ) Schedule Block offering type ® Both
Scheduled Offering ID: |starts with v
lnsiucions Item/Schedule Block ID: |Starts With ] |
[%| Tools Description: [Starts With V] |
Title: |starts with (v ] [eskilz
i eaiaie i I
(MM/DDA YY)
Start Date Before: rial :
(MM/DDAYYYY)
Status: @ Acive O Not Aciive O Both
Add/Remove Criteria ©
Search Save As Reset
Field Chooser ) Download Search Results &
oy w1 ee | I
#EI | O A O (¢} A Scheduled Offering ID  Title Item/Schedule Block Start Date/Time « End Date/Time
refine your search 7043 | ofome  eSkillz Virtual ILT eSkillz-Regional Admin-  5/3/2017 10.00 AM  5/8/2017 11:00 AM
results Administrator ILT (Rev 1- 11/12/2016 09:48 AmericaNew York America/New York
" Training - TEST  PM America/Mew York)
ILT
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5. You are now in th&cheduled OfferingAdministration page of your SO.

E L]
| - —
Home Users Learning Content References Repor...

| Search: [ Enter Keywords or Command ] ‘ ‘ -3

= eSkillz Virtual Administrator Training - TESTILT 7043 5 @

Description:
This is a test SO created for the SME Admin Virtual Training sessions. DO MOT REGISTER FOR THIS SESSION!IN
Active: Yes ‘Domain:
Item: ILT eSkillz-Regional AdminLT (Rev 1 - 11... Self Registration: Yes

View Roster

View All &)
E
Related More @ Registration Add Users: | (v Settings Advanced 9

Non-enrolled |watisiean) |+ | Enrolled (0) | Total(NoLimity | Slots(0) =~ Open Siots (0)
Catalogs [Fllter \4 Sort By: Registration | | v [FinerfurEanedUser Q|

Segments
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Scheduled Offering Administration Page

The Scheduled Offering Administration page is divided into three main areas:

 CoreAreg OT B 1 A&EDOQd #11 OAET O UI 6O 3/60 AAOEA ETlta Oi AC
requirements, etc. Click th_ “**'©  pytton to view additional summary data.
1 (top right): Displays additional actions that can be performed at the SO level.

1 Related Menu (bottom half): Displays major tabs related to important SO components Registration). Click
More to see additional Related tabs.

™ ;
SRR = B o
Home Users Learning Content References Repor...
‘ Search: [ Enter Keywords or Commarnd } ‘ | ¢
™ eSkillz Virtual Administrator Training - TESTILT T043 = & Actions
Description: Copy
This is a test SO created for the SME Admin Virtual Training sessions. DO NOT REGISTER FOR THIS SESSIONIN Cancel the Schedu.
Delete
Record Learning
Active: Yes ‘Domain:. e
Send HNotification
Item: ILT eSkillz-Regional Admin LT (Rev1 - 11... Self Registration: Yese B comooommoooooooo
View Roster
| viewan @ | 3
Related More @ Registration Add Users: Settings Advanced
Registration Non-enrolled | waitiisted (0) | Enrolled (0) | Total (No Limit) slots (0) | Open Slots (0)
Catalogs Filter :%] [ Sort By. Registration | | v I I Filter for Enrolled User ';M
Segments
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View/ Edit SO Details and Settings

1. On the Scheduled Offering administration page, cli¢clew All (core area) to review and confirm the SO detalils.

»

[ ] L] /
(=] [ ] - o -
Home Users Learning Content References Reports

‘ Search: I Enter Keywords or Command l | | -Q

e Skillz Virtual Administrator Training - TESTILT 7043 @ @ Actions
Description: Copy
This is a test 30 created for the SME Admin Virtual Training sessions. DO NOT REGISTER FOR THIS SESSIONIN Cancel the Sched...
belete
Record Learning
Active: Yes *Domain: | e
Send Notification
- Item: I T eSkillz-Reaional Admindl T (Rev 1 -11... Self Reaistration: Yes MM —----o-moo-oooo-
View All @ . View Roster
Related More @ Registration AddUsers: @) v Settings Advanced @ =
Registration
Non-enrolled Waitlisted (0) v Enrolled (1) | Total {No Limit) Slots (0} Open Slots (0)
Catalogs

Segments [ Fitter Q4 | sortay: Registration | | + [ Filter for Enrolled User Q

Omoh-Supenisor
Esi

2. On theAdditional Settingpage, se the scroll bar to vieadl your SGsettings.

Additional Settings x|
#Required Fields

Title:
eSkillz Virtual Administrator Training - TESTILT

Description:

This is a test SO created for the SME Admin Virtual Training sessions. 0O NOT REGISTER FOR THIS SESSION™

Summary
Active: es *Domain:
ltem: ILT eSkillz-Regional Admin-LT {Rev 1 - 11/112/2016 ... Self Registration: ves
Start Date: 5/8/2017 Start Time: 10:00 AM
End Date: 5/8/2017 End Time: 11:00 AM
Registration Status: 1 enrolled, 0 waitlisted * Approval Required: o

Cancel

3. Make yourdesired editsaand clickSaveto return to theScheduled Offering Administration page.
Note:

-+ YouMUSTchange theEmail confirmation to the UsterYesso users can receiva a&nroliment
confirmationemailupon registration

- You can oly edit SO date and time from thBegmens section of the Related area of th8cheduled
Offering Administration page.
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Additional Settings E

*#Required Fields

Use Time Zone of this Offering: Yes Withdraw Approval Required: ™o ;
Withdraw Approval Process:
Physical Schedule
Room:
Registration
Email confirmation to the Instructor: Mo Email confirmation to the Supervisor: Mo
| Email confirmation to the User: Yes | Email confirmation to the Contacts: Mo —
aximum Registration: Minimum Registration:
Registration Cut-off Date: MM/DDMYYY Registration Cut-off Time:
Registration Cut-off Time Zone: Published Price: 0.00 US Dollar (USD) (Default)
Supervisor Registration: Yes Auto Fill Registration: Mo

ﬁl Save I Cancel
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Copy a SO

1. On the Scheduled Offering administration page, locate thetions Menand clickCopy

eSkillz Virtual Administrator Training - TESTILT 7043 = @

Description:
This is atest 30 created for the SME Admin Virtual Training sessions. DO NOT REGISTER FOR THIS SESSIONI!

Active: Yes “Domain:
Item: ILT eSkillz-Regional Admin LT (Rev 1 - 11... Self Registration: Yes
View All @

Related More 3 Registration Add Users: || v Settings

Non-enrelled | waitlisted (0) A Enreolled (0} | Total (No Limit) Slots {0} Open Slots (0)
Catalogs

View Roster

Advanced

Segments [ Fitter Q3 | sort ey Registration 1 | + [ Fitter for Enrolled User

a

2. Enter and/orselect the appropriate information for your new SO.

Copy

Copy the Scheduled Offering

* = Required Fields

Scheduled Offering ID: 7043
Title: eSkillz Virtual Administrator Training - TEST ILT
Start Date/Time: 5/8/2017 10:00 AM America/Mew York
Options:

[] Copy Group Instance
[] Copy New Scheduled Offering to the catalog
[] Copy Related Documents
[] Use item default segment day numbers

[] Copy to consecutive Days

® Copy Single ) Copy Multiple-Daily Based O Copy Multiple-Weekly Based © Copy Multiple-Monthly Based
* New Start Date: 10:00 AM America/New York

(MM/DD/YYYY)

* Schedule On: [] Monday [ ] Tuesday [ | Wednesday [ | Thursday [ ] Friday [ | Saturday [ | Sunday
[] Override adjusted registration cut-off date

Cutoff Date: Time: Time Zone: [Eastem Standard Time (America/New York)

(MM/DDYYYY) (hh:mm AM/PM)

Next
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3. Once information has been entered, clidlext to advance to the next step.

Copy [x]

Copy the Scheduled Offering

* = Required Fields

Scheduled Offering ID: 7043
Title: eSkillz Virtual Administrator Training - TEST ILT
Start Date/Time: 5/8/2017 10:00 AM America/New York

Options:
[] Copy Group Instance
] Copy New Scheduled Offering to the catalog
] Copy Related Documents
] Use item default segment day numbers
] Copy to consecutive Days
® Copy Single ) Copy Multiple-Daily Based O Copy Multiple-Weekly Based © Copy Multiple-Monthly Based

* New Start Date: . i
v Start Date: (™ [osrar2017  10:00 AM America/New York

* Schedule On: ] Monday [] Tuesday [ ] Wednesday [] Thursday [ Friday [] Saturday [] Sunday

[] Override adjusted registration cut-off date

Cutoff Date: Time: Time Zone: |Eastern Standard Time (America/MNew ork) ﬂ
(MM/DD/YYYY) (hh:mm AM/PM)

sy | Nex

4. Review your SO details then cli€lopy.

Copy [x]

Scheduled Offerings e

= Copy Scheduled Offering

Copy the Scheduled Offering

Scheduled Offering 1D: 7043
Title: eSkillz Virtual Administrator Training - TEST ILT

Copy Group Instance: No
Copy New Scheduled Offering to the catalog: Yes
Copy Related Documents: Yes

Use item default segment day numbers: Yes

Copy to consecutive Days: Yes
Mew Start Dates: 6/19/2017 10:00 AM America/MNew York

Include Registration Cut-off Date: Yes

Send Notification; ¥ | Copy

—
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5. Note your newSO IQ Start Date, and Start Time&ClickOK to be directed to the Scheduled Administration page

of your new SO.

GSA

Copy [x]
Scheduled Offerings @
= Copy Scheduled Offering Summary
Scheduled Offering was copied successfully

Original Scheduled Offering ID: 7043
Title: eSkillz Virtual Administrator Training - TEST ILT
New Offering 1Ds and Start Dates: 7061-6/19/2017 10:00 AM
Copy Group Instance: Mo
Copy New Scheduled Offering to the catalog: Yes
Copy Related Documents: Yes
Use item default segment day numbers: Yes
Copy to consecutive Days: Yes
Include Registration Cut-off Date: Yes
Notification Sent: Yes
sy | OK

6. You have successfully copied your SO! ClicKianv All (core area) to review and confirpour new SO details.

Users  Learning  Content References

Search: [ Enter Keywords or Command

[ Recommended Next: | 7] Register Users @! |

7061 W! @

Actions

= eSkillz Virtual Administrator Training - TESTILT

Description:
This iz a test SO created for the SME Admin Virtual Training sessions. DO NOT REGISTER FOR THIS SESSION!!

Active: Yes *Domain:
Item: ILT eSkillz-Regional AdminLT {Rev 1 -11... Self Registration: ves
View Roster
View All @
Related More @ Registration Add Users: | @) |v Seltings Advanced @ &
Registration
Non-enrolled | Waitlisted (0) v Enrolled (0) | Total {Ho Limit) Slots (0) | Open Slots (0)

Catalogs

Segments l Filter 4',] Sort By: Registration | | + l Filter for Enralled User Q

Paged | © 2017eSkillz Corp. All rights reserved.
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Delete a SO

1. On the Scheduled Offering administration page of your selected SO (the SO you wish to delete), locate the

Actions Menand clickDelete.

o8 r
=l [ Bl I (7 ) &
Home Users Learning Content References Reports
‘ Search: [ Enter Keywords or Command 1 ‘ | £
= eSkillz Virtual Administrator Training - TESTILT T061 @ @ Actions
Description: Copy
This is a test SO created for the SME Admin Virtual Training sessions. DO NOT REGISTER FOR THIS SESSION! Cancel the Sched...
Record Learning
Active: Yes *Domainn @@ 000 |}
Send Notification
Item: ILT eSkillz-Regional AdminJLT (Rev 1 -11... Self Registration: vyes A f e
View Roster
View All &)
Related More @ Registration Add Users: @ |v Settings Advanced @ =
Registration
Non-enrolled | waitlisted (0) - Enrolled (0) | Total (No Limit) | Slots (0} | Open Slots (0)
Catalogs
Segments l Filter \,3,] Sort By Registration| | + l Filter for Enrolled User “&I

2. ClickYesto delete your SO.

Delete Scheduled Offering

Are you sure you want to delete this Scheduled Offering?

—>

Yes Mo

3. You have successfully deleted your SWice deleted, you will be directed to the Learning Administration page.

e - ES
e Fa - o
Home Users Learning Content References Reports
| Search: l Enter Keywords or Commarnd } | ‘ -}
) @
Welcome
Welcome to SuccessFactors Administration
‘" New to SuccessFactors Administration? We have provided a brief tutorial to help you leam your way around.
o Watch the Tutorial @&
Quick Links /
= = Create Online Course — = Create Instructor-Led Course Add Scheduled Offering . Record Learning - Multiple
OO0 = =mes | R i
][] Afer creating an ltem (course) and User, [ Afer creating the User and the ltem @ AScheduled Offering is an Instructor led - Store Ine completion of a course or any
you can either assign the course [User (course), schedule when the course will course. It allows for registration by other leaming related item, including
Meeds Mgt] or go sfraight to record be taught (an Offering of the course). users. Additionally, resources can be scheduled offerings
completion for the User. The completi Completion can be marked based on specified for its execution such as the .

Pagel0| © 2017eSkillz Corp. All rights reserved.
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Email Learners

GSA

1. On the Scheduled Offering administtion page of your selected Scate theActions Menand clickSend

Notification .

eSkillz Virtual Administrator Training - TEST ILT

Description:
This iz a test SO created for the SME Admin Virtual Training sessions. DO NOT REGISTER FOR THIS SESSION!I

Active: Yes

Item: ILT eSkillz-Regional Admin LT (Rev 1 - 11...

*Domain:

Self Registration: ves

7043 &= @ Actions

View Roster

View All )
Related More @ Registration Add Users: @) |v Settings Advanced @ \2
Catalogs Non-enrolled | waitiisted (0) v Enrolled (0) | Total (NoLimity | Slots (0} | Open Slots (0}
Segments [ Filter .4',] Sort By: Registration | | » [ Filter for Enrolled User Q)

2. Select the registration status and completion status of the userswish to notify. ClickNext to advance to
the next step.

Send Notification [x]

Send Notifications Help

>5Step1=Step 2 > Step 3

Step 3: Refine Population

ﬂﬂext

This step further refines the population according to the Registration Status and/or Completion Status.

All Statuses I
anceiled

Active Enrcliment

Pending
Waitlist

Registration Status: ND Completion Status:

CASE-COMPLETE (Completed)
DEMO-COMPLETE (Completed)
HISTORY-COMPLETE (Completed) W
ILT-COMPLETE {Completed)

3. Alist of users will be populated under tlepdate Useissection based on theegistration status you selected
in the prevous step. Clickext to advance to the next step.

Note: You may click othe Gadd one or more from iink to add more people to your notifications list.

Pagell| © 2017eSkillz Corp. All rights reserved.
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Send Notification

Send Notifications

Help
=>5Step1>=5Step2 = Step 3= Step 4

Step 4: Add/Remove Users

Add Users to Criteria \
Enter User ID or add one or more from list.
User ID: [ Add

I Update Users I

Apply Changes Reset

Select All / Deselact All
User ID User Name

Remove
ESK0000004 Omoh-SMEAdmin, Esi

0

Apply Changes Reset

4. Build youmotification email by filling in the appropriate fields.

Send Notification

Send Notifications

Help
>5Step1=5Step2 = Step 3= Step 4 = Step 5

* = Required Fields
Step 5: Build Email

Send Notification

Select Template

Email Template: Q, |

Specify Email Addresses

Reply To: Q, |
*From: Q, |

Send copies to: |

Mote: The above recipients will receive 1 email for each user receiving this

notice.
Second copy of email to users’ O
supervisors:
Customize Contents
Attachment: Browse...
* Subject: |
* Body:

Pagel2| © 2017eSkillz Corp. All rights reserved. Powered by:
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5. Specify Email Addresses

Specify Email Addresses

Reply To: Q,
* From: Q,

Send copies to:

Mote: The above recipients will receive 1 email for each user receiving this
natice.

Second copy of email to users’ |
supervisors:

a. Reply ToEnter the email address you want users to respon(lsually the email sender)

Reply To: Q,

b. From Enter your email address (or tleenail address of the persgrou are sending the email on behalf

of).

* From: G

c. Send copies t@leave this field blank
Note: The recipients entered in the Send copies to box will receive an em&WiBRYuser receiving
this notification.Ex: If you are sending this request to 5 participants, the recipient will receive 5 different
emails.

Send copies to:

Mote: The above recipients will receive 1 email for each user receiving this
notice.

d. Send copies of emailto ugers OO PA OLEDLODOOEEO AZAEAT A Al ATE EA&A UI
receive your email naotification.

Second copy of email to users’ N
supervisors:

6. Customize Contents

Customize Contents

Attachment: Browse...
* Subject:
* Body:
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a. Attachment Click orBrowseto search your computer for files you would like to add as an attachment
to your notification.

Attachment: == ST I

b. Subject Enter the subject of your notification email.

* Subject: |

c. Body Enter the notification message in this section

* Body:

7.1 1TAA Ul O I

M

OA AT OA@Ais, clldbeddNofifitatde AE AA O

Qu

Send Notification [x]

Send Notifications Help
=5tep 1> Step 2= Step 3 = Step 4 = Step 5

* = Required Fields
Step 5: Build Email

sl | Send Notification 1

Select Template

Email Template: Q, |

Specify Email Addresses

Reply To: O, [somoh@eskillz.com

* From: O, [eomoh@eskillz.com

Send copiesto: |

Mote: The above recipients will receive 1 email for each user receiving this
notice.

Second copy of email to users’
supervisors:

Customize Contents

Attachment: C:\Users\Esiloza\OneDrive - eSkillz Corp\GSAWGSA Vi Browse...

* Subject: |GSA OLU SME Administrator 101 Virtual Training

* Body: ‘Goc-d Moming,

Thank you for participating in the GSA OLU SME Administrator 101 Virtual Training. | have
attached the job aid for this training. Please save it and use it as a resource. We look forward to W
seeing you again at the next session.
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8. ClickOKto return to the Scheduled Offering Administration page of the SO.

Send Notification [x]

Send Notifications Help

= Step 1= Step 2 = Step 3 = Step 4 = Step 5 = Finish

Finished

Motification(s) sent successfully.

—_—
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To run an admin level reporgpu must firstaccess the Reports area of the Learning Administration Homepage.

Reports AreaNavigation

1. From the Learning Administration page (also called SuccessFactors Administratio) £E Repot® EA O
icon.

ol ] B L oY ~

Home Users Learning Content References | Reports

| Search: [ Enter Keywords or Command ] | l | &+

Welcome

Welcome to SuccessFactors Administration

‘1 New to SuccessFactors Administration? We have provided a brief tutorial to help you learn your way around.
» Watch the Tutorial @

2. You are now in the Reports area of the system. From this page, you can search and run desired reports.
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